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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
AECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No 76—AM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Section. _

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Application Dete Dept. of Administrative Services Appiication Number T
Fiscal Services Division 7 ‘7(9 -16 06
May 19, 1376 Treasury and Cash Management Section
Application Number 116 Mitchell Street, Room 445 Date Received Date Completed
Atlanta, Georgia 30303 MAY 21 1978 | MAY 28 1976
2. Person to Contact Working Tite Tetephone Number
Nancy Ragan : Accountant II 656-2168

3. Action Requested
a. (& Estabusn Retention Schedule; record will continue to accumulate.
b. 0O Dispose of present accumulation; no further accumulation anticipated.

¢. [ Amend Application No. Check One: 0 Change; O Supercede: [J Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if diffsrent)
Earli ) test av, v
st EL&b iy
¥Y '65 | To Date Municipality Grant File
6. Division and Office Function What is the function of Division and the Office in which this record series is created?

EISGAL DIVISION - Adwinisters Self- -Insurance of State Property and Liability, Work-
men's Compensation for State employees, Treasury and Cash Management of State Funds,
and accounting and payroll systems design through Fiscal Services.

JREASURY AND CASH MANAGEMENT SECTION - Receipts, disburses to agencies and invests
State General Fund and Revenue Sharing monies. Federal Punds receipted and disbursed
include Letter of Credit, Department of Tramsportation reimbursement, Natiomal Flood
Control Fund and National Forest Reserve Fund. Recipt and disburse various Trust
Funds. Provide accounting services and records for Superior Court appropriation,
primarily payroll, attendent retirement systems and travel. Insure eligibility of
municipalities for and disburse Grants to Hunicipalitlties and Counties.

7. Record Series Description This file contains the following documents (include form numbers and titles, if any):
Attach samples of the file.

Documents relating to: Certifying that municipalities fhve met criteria for grants as per
State of Georgia(Code number and CQIr;i*‘ficateg).

Included are: Affadavits from cities for qualificatioms. .

8. Monthly Reference Rate 7 How often are records referred to which are:
One to six months old __9__0 Seven to twelve months old ___L._._; Thirteen to twenty-four months old _ _._0 ) ;
twenty-five months and older _...__.____7_ - + L

9. Annual Rats of Accumulation pf R Rmrds — A
Letter-size drms __?g_di Legal-size drawers - : Shelves _.- ; Other (specify)

. ' .\ - : ) T
AR=50~71. Rev.78 - (Ovar)




YEs | NO | 10. Questionnaire  {Place an X" in the proper column) , . 4

a. [s this the official copy of the series? B : _ _ L
X if not, where is it? ' : . : .
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

c. is this a vital record?
d. Does this series have historical or long term research value?
2. When one or two documents in the file make it necessary to keep the entire f:ie for a long period, could these
___ documents be scheduled separately? - .
. 1sthe MMMLMMM attach copy,
g. Is the'information contained in ﬂ'ns series gver anaiyzed and/or recorded in a summarized report?
X if ves, attach cooy. AUDIT REPORT -
] h. Is there a duplicatlon of thts series in your office, or in another office or agency? -
X 1 ves, where?
X L ls this series for @ maicr portion of it) reqularly microfilmed?
X ..Ddes the record series result in a comourter printout?

1. Rotention Rsquirements The following requires the series to be kept: . e "

it bbb

a. State Law years. d. Audit period _years.
b. Stature of limitation - years, e. Administrative need : 2 years.
c. Federal law years, - f. Federal retention instructions s _years.

- L] - - -
[ T B ; : ".
L
Attach copv or excert of laws or regulations. Exp[a?‘n admimstratwe need. . --. - : T gn T T ety

REFERENCE OHLY

12. Appmvgci D}qusi}?pn Inmuctions Thss agencv recommends :hat the file series be cut oﬁ at the end of each
Lty e e }T:-'.‘ -2 O Ca!endar Year,E Fiscal ¥ Year E] Other : - : _ a ——_then,

= = T L

e 4

k-
tl Hald in the current flles area & = * month(s) STl vearlsyithen T - P o B .
O Transfer to local holding area; hold _-o_ 52 cyear(s);then 2~ "~ ‘ - L
£ Transfer to State Reoords Center; hold _L__.___year(s) then R ST e T T
b 4 DCSUOV R 5" - Lo oL I LB B o
O Transfer to State Archwes for permanent retention.

O Other {Specify)
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Afi;er Audit aud Verification no furthet need

-

These instructions apply to ali prior and future accumulations of the series.

| Agency Head/Designee (Signature) Date Records Management Officer  (Signature) Date

Dol J\%\Qaz .1 {j"/%ma‘ o Mollirsl) S/

Stata Records Commmee (Srgnature} Date

Recommendations in para- . 5: A '
graph 12 are approved. State Auditor/Designee \ &E ) E -j s
(If disspproved, attach Jetter s \ A4 AN \ o — S

of explanation.) Secre%tate/oesignee @'W /%}-EPL ) _572_2‘/ /A

Atton;ey General/Designee ﬂ W?m M _ J/- 273-7 6

e
AR~50—-71; RAsv. 768 (leru s&do) B




